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Service(s) Provided:
 Digital Conversion & Repository Management


	Service Component Work Process Descriptions

	Customer Interface/Job Receipt

The Wise Team serves as the point of contact to review project requirements, and provide customer consultation as required.



	Job Estimating, Scheduling, and Tracking
Manage the digital conversion process, which includes: 

Job entry 

Requirements confirmation 

Capacity planning

Quality control 

Client projects are tracked from receipt to delivery. 

	Quality Assurance 


Quality assurance processes are implemented using a variety of QA process techniques to ensure file integrity.

Quality failure modes will be identified, tracked and reported.  Wise will document measures used to eliminate errors.

	Project Based Digital Conversion and Repository Management


Wise will provide  project based consulting and management services. When a project specification is developed, it becomes the controlling statement of work for that project. Final pricing, deliverables, and schedule are based on the detailed project specification. 

	Project Consulting 
 

WISE and clients collaborate to develop a comprehensive technical Project Specification. The Project Specification and pilot process typically takes 2-3 weeks, following contract signature.

The Project Specification may include, but is not limited to:

· Definition of work

· Description of source documents

· Conversion methodology

· Image resolution, format, and coding schema 

· Data delivery format

· Software development

· Quality control standards

· Turnaround time considerations.  Outlooked % ‘Normal’ vs. ‘Rush’ jobs 

· Peak Demand Times and forecasted growth or decline trends

· Project schedule

· Pilot Project to test Specification

	Project Management

WISE to provide project management for document conversion projects requiring on-site, and off-site services.



	Hard Copy Document Preparation

Subcontractor to :

· remove documents from shipping containers

· log the boxes/files 

· notify client in the event boxes/files are missing or damages

· inspect documents for integrity

· produce a “make ready” copy to be scanned in place of the original in the event the condition of an original appears as though it will not feed through the scanner

· remove binding material

· insert separator sheets (as required)

· organize and rehabilitate documents and divide them into batches for processing

· documents to be reassembled or destroyed at the end of the conversion process based on client’s requirements



	Document Scanning


WISE to scan and convert hard copy documents into digital formats based on client’s requirements.

The following are the output formats offered by the subcontractor:

___ .pdf

___ .tiff

___ other: 



___ other: 





	Microfilm / Microfiche / Aperture Card Scanning
WISE to scan and convert Microfilm, microfiche, and aperture cards to digital format based on client’s requirements



	Engineering Drawing Scanning
WISE to scan and convert engineering documents and drawings are into digital formats based on client’s requirements 



	Metadata  (Indexing/Coding)

WISE will index each document indicated by client. File names for .pdf files are not to exceed 64 characters.

Index attribute data is acquired from the document image.

Subcontractor will deliver the attribute data in a neutral or specific format, compatible with the client's document management system. 

The following are the indexing methods offered by the subcontractor:

___   OCR (optical character recognition) 

___   ICR (intelligent character recognition)

___   OMR (optical mark recognition) 

___   Glyphs (Encrypted information) 

___   Bar coding

___   Manual Indexing

___   Forms recognition

___   Keywords

___   Other: ______________

___   Other: ______________



	Storage 


WISE will store each document on a media agreed upon by client.

The following are the output media options offered by WISE

___   CD-ROM (includes labeling) 

___   Other: 



___   Other: 


___   Other: 





	Off-site, Near-site & On-site Set Up & Removal
WISE will provide services at a location agreed to by the client.


THE PRICES LISTED HEREIN ARE NET PRICES (DISCOUNT DEDUCTED)
	Description

	Unit Price

	Doc Preparation
	$25 PER HOUR

	Doc Scanning
	$.10 PER PAGE

	OCR Scan to PDF
	$.35 PER PAGE

	Litigation Support
	To be quoted upon project specification evaluation

	 
	$.35cents per page

	OCR Scan Cleanup/Proofread
	$40.00 Per Hour

	On-Site Setup Charge
	To be quoted upon project specification evaluation

	Indexing/File Naming Convention
	$.02 per character

	Engineering/Paper Drawing Scanning 
	$7.00 per sheet

	Project Management
	$85 per hour

	Information Management Technology Consulting
	$125.00 per hour

	Media/DVD
	$40 per DVD

	Media/CD
	$25 per CD-R

	FTP
	$25 per load

	Other Related Services
	To be quoted upon project specification evaluation


